
View Bills History

Open the Report

1.  Click the User Status Wizard. Scan, paste, or type a user ID in the Enter User ID or Name 
field. If you do not have the patron ID to scan, click Find User to display the Identify User 
window.

2.  Use the vertical scroll bar to navigate to the Bills sectoin of the user record. 
     Click the Bills History button.
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3.  The Bill History box appears.  Click on the Download(CSV) button.
 

 

4.  Microsoft Excel is launched.  Click the Open button to view the report.
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Format the Report

1.  Below is a view of the finished report in Excel before formatting.

2.  To format the "itemid" column, right click on the column heading and select Format Cells from 
the pop-up menu.  Select Number as a format, lower the Decimal places field to zero (0) and click 
OK..
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3.  To format the "amountbilled" and "balance" columns, right click on the column headings and 
select Format Cells from the pop-up menu.  Select Currency as a format and click OK..

4.  The "amount repeats" column is redundant, and can be removed by right clicking on the 
column heading and selecting Delete from the pop-up menu.
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5.  Column widths can be adjusted by clicking and dragging after positioning the cursor between 
two column headings 

Format the Report

1.  Select Save As from the File menu.  These are the default options displayed by Excel.
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2.  Select a location in the Save In box.  Name the file in the File Name box.  Change the Save as 
Type box to Microsoft Excel Workbook (.xls).  Click the Save button to save.
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